	
	

	INVITATION TO TENDER No AO/015/18
PHYSICAL SECURITY AND SUPPLY SERVICES
(SECURITY)
PHASE 1


IMPORTANT: TENDERERS MUST FILL IN ALL SECTIONS OF THIS FORM
	ANNEX V – STANDARD REPLY FORM



	Candidate:
	Name of candidate:

Contact person for this request to participate:

Address:


Telephone:
e-Mail:

	Request to participation reference no:
	

	Date of the request to participate:
	

	Validity of the request to participate:
	

	Signature and stamp of the candidate:
	











PREAMBLE
This standard reply form (SRF) for the present Invitation to Tender is intended to enable candidates/tenderers to check whether they meet the exclusion and selection criteria, to provide a request to participate/tender which is structured in accordance with the requirements of the Office, and to supply the minimum administrative information required.
IMPORTANT NOTE
This invitation to tender AO/015/18 will follow the restricted procedure, which consists of two phases:

Phase 1: REQUESTS TO PARTICIPATE
Interested companies, that is, ‘the candidates’, must submit by the closing date (article 5.1 annex I) the requested documentation relating to the exclusion and selection criteria only.
At this phase, candidates are NOT required to submit a technical and financial offer. 
Should a candidate submit a technical and financial offer in Phase 1 of the procedure, the Office will not open it during this phase. It shall be opened together with all other tenders received under Phase 2 only if the candidate has been admitted to that phase.  
An evaluation committee will analyse all requests to participate received and will select the candidates who will be go on to Phase 2 of the procedure.
Phase 2: TENDERS
The accepted candidates in Phase 1 will be invited by the Office to submit a technical and financial offer by the deadline indicated in the relevant notification.

Language Versions
For all the documents of this invitation to tender, if there are discrepancies between the different linguistic versions, the Spanish version prevails.
Candidates/Tenderers must complete all sections of the form for each phase.
This form may not be altered and the order of the requested attachments must be respected.
The submission of a request to participate implies that the candidate is acquainted with and accepts the terms and conditions laid down at point 7 of annex I.



Presentation of the request to participate:
The documents or information requested hereafter must be clearly marked with the Annex reference as indicated and presented in the established order of the table below.
The candidate should provide any additional information concerning the request to participate as an annex of the cover letter.
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TABLE OF CONTENT OF THE STANDARD REPLY FORM

	Document
	Document to be presented with the request to participate at the submission date
	Document to be prepared as it may be requested in a very short deadline
	Forms or links
	Check

	Cover letter
	Yes
	-
	

	|_|

	Subcontracting information
	Yes (if applicable)
	-
	

	|_|

	Subcontractor’s declaration
	Yes (if applicable)
	-
	

	|_|

	Third parties’ file form, administrative details and power of attorney of the person(s) empowered to sign contracts
	Yes +
Power of attorney
	-
	

	|_|

	Declaration on honour (one per economic operator if joint offer)
	Yes
	-
	

	|_|

	Extract from the judicial record
	-
	Yes
	
	|_|

	Recent certificate from the social security
	-
	Yes
	
	|_|

	Recent certificate on tax payment
	-
	Yes
	
	|_|

	Statement on the reuse of documents already provided to the Office
	Yes (if applicable)
	-
	

	|_|

	SELECTION CRITERIA
	
	
	
	

	· Economic and financial capacity
	
	
	
	

	Evidence of relevant civil liability insurance and employer’s liability insurance
	Yes
	-
	
	
|_|

	Simplified financial statement

Certified financial statements or their extracts
	Yes

Yes
	
-
	

[bookmark: _MON_1519565575]
	|_|

	Statement of overall turnover
	Yes
	-
	
	|_|

	· Technical and professional capacity
	
	
	
	

	Presentation of the tenderer: history, activities 
	Yes
	-
	
	|_|

	The educational and professional qualifications, skills, experience and expertise
	Yes
	-
	
	|_|

	List of major similar contracts
	Yes
	-
	

	|_|

	Clear statement certifying that the tenderer can provide at least two people
	Yes
	-
	https://europass.cedefop.europa.eu/en/home

	|_|

	Quality Management Certification
	Yes
	-
	
	|_|

	Environmental Management Certification
	Yes
	-
	
	|_|

	Statement on professional conflicting interests
	Yes
	-
	

	|_|

	· Legal and regulatory capacity
	
	
	
	

	Recent proof of inclusion in a professional or trade register
	Yes
	-
	
	|_|

	Evidence showing that the economic operator is in possession of an authorisation for the provision of private security services in accordance with the rules of the country in which it is established. 
	Yes
	-
	
	

	Written undertaking of third entities:
Parent company
Model A
Model B
	Yes (if applicable)
	-
	


[bookmark: _MON_1519565159][bookmark: _MON_1519565175]
	|_|
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COVER LETTER INSTRUCTIONS


The cover letter must provide at least the following information:


-
Title and reference of the invitation to tender for which the tender is submitted.


- 
In case of contracts with lots, for which lot(s) the tender is submitted.


- 
Legal form of the tenderer: simple economic operator, consortium or consortium with the creation of a new legal entity.

The cover letter must be signed by the person(s) empowered to represent the tenderer and entitled to sign the Contract if the tender is successful.
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SUBCONTRACTING INFORMATION

The tenderer must indicate (by ticking the appropriate box) whether it intends to subcontract all or part of the performance of the Contract, if awarded. 


 YES, the tenderer intends to subcontract all or part of the performance of the Contract, if awarded.


 NO, the tenderer does not intend to subcontract all or part of the performance of the Contract, if awarded.

If YES, the tenderer must specify which parts of the Contract, and the name and address of any subcontractor(s).

		Subcontractor

		Reasons for subcontracting

		Description

		Volume



		Name:


Address:

		

		Roles:


Activities:


Responsabilities: 

		



		Name:


Address:

		

		Roles:


Activities:


Responsabilities: 

		



		Name:


Address:

		

		Roles:


Activities:


Responsabilities: 

		



		Name:


Address:

		

		Roles:


Activities:


Responsabilities: 
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SUBCONTRACTOR’S DECLARATION

		PLEASE DO NOT MODIFY THIS DOCUMENT.


This document MUST be signed and dated.


Each sub-contracting undertaking must submit a separate declaration.





The undersigned …………………………………..…………………….., as the authorised representative of the undertaking …………………………………………………….., hereby undertakes to participate as a subcontractor, in the event of the European Union Intellectual Property Office awarding the Contract subject of the tender to the tenderer ………………………………………………….


Signed at ………………………………………, dated………………………………


Signature:


ID/Passport No.:  
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																												DÉPARTEMENT FINANCES

																												Cadre financier, comptabilité et trésorerie







		FORMULAIRE FICHIER TIERS





				ENTITÉ LEGALE

				     Nom :

				     Type d'Entité (1) :																				Personne physique																		Societé privée														Entité de droit public

				     L'entité est-elle une PME ? :																				Oui 																										Non

				     Adresse :



				     Code Postal + Ville :

				     Pays : 

				     Nom et Téléphone de Contact																(Ventes) :

				           																(Comptabilité) :

				     Fax                                       																(Ventes) :

																				(Comptabilité) :

				     Numéro de TVA, Identification fiscale :

				(1) BARRER LA MENTION INUTILE
Il convient de fournir cette fiche « entité légale » complétée et accompagnée de :
• Pour des personnes physiques : d’une copie lisible de la carte d’identité ou du passeport
• Pour des sociétés privées : Une copie du document d’assujettissement á la TVA si celle-ci est d’application et si le nº TVA ne figure pas sur le document officiel mentionné ci-après; une copie de tout document officiel (p.ex. moniteur, journal officiel, registre de commerce, …) permettant d’identifier le nom de l’entité légale, l’adresse du siège social et le numéro d’enregistrement auprès des autorités nationales, sauf si présenté dans le cadre d'un appel d'offres
• Entité de droit public : Une copie de la résolution, loi ou décision établissant l’entité concernée; à défaut, tout autre document officiel qui prouve l’établissement de l’entité concernée par les autorités nationales, sauf si présenté dans le cadre d'un appel d'offres







				SIGNALÉTIQUE FINANCIER

				      Intitulé du Compte Bancaire



						Intitulé

						Adresse

						Code postal + Ville

						Pays



				     Coordonnées Bancaires



						Dénomination Banque

						Succursale

						Adresse

						SWIFT

						N° Compte

						IBAN





								SIGNATURE ET CACHET DE LA BANQUE (2)















				(2) Il est possible de joindre une copie d'un extrait de compte bancaire récent, qui permet de fournir toutes les informations indiquées ci-dessus sous «INTITULÉ DU COMPTE BANCAIRE» et « COORDONÉES BANCAIRES». Dans ce cas, le cachet de la banque et la signature de son représentant ne sont pas requis.







				 OFFICE DE L'UNION EUROPÉENNE POUR LA PROPRIÉTÉ INTELLECTUELLE  

																																																												FORMULAIRE FICHIER TIERS (page 2 de 2)





				DÉTAILS ADMINISTRATIFS

				Personne à contacter



						Nom - Prénom

						Titre (ex: Dr, M., Mme, Mlle, etc.) 

						Fonction (ex : directeur, etc.)

						Numéro de téléphone

						Numéro de fax

						Adresse électronique

						Adresse officielle



				Personne(s) habilitée(s) à signer des contrats



				(1)		Nom - Prénom

						Titre (ex: Dr, M., Mme, Mlle, etc.) 

						Fonction (ex : directeur, etc.)

						Numéro de téléphone

						Numéro de fax

						Adresse électronique

						Adresse officielle



				(2)		Nom - Prénom

						Titre (ex: Dr, M., Mme, Mlle, etc.) 

						Fonction (ex : directeur, etc.)

						Numéro de téléphone

						Numéro de fax

						Adresse électronique

						Adresse officielle



						Veuillez indiquer si les personnes (1) et (2) doivent signer de façon conjointes																																										Oui								Non





																												SIGNATURE DE LA PERSONNE OU REPRÉSENTANT(S) AUTORISÉ(S) ET CACHET DE LA FIRME

La procuration de personnes (1) et (2) doit être jointe à ce formulaire















				Déclaration sur la protection des données: Toutes les données à caractère personnel collectées par l'Office sont traitées conformément aux dispositions du règlement (CE) n° 45/2001 du Parlement européen et du Conseil du 18 décembre 2000 relatif à la protection des personnes physiques à l'égard du traitement des données à caractère personnel par les institutions et organes communautaires et à la libre circulation de ces données (https://euipo.europa.eu/ohimportal/en/data-protection)



				Author:  P. RODINGER / M.L. MARTINEZ																																																				19/08/2016/12:00/Version 4.0

				Approved by owner: P. RODINGER																																																						Approved
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																												FINANCE DEPARTMENT

																												Financial Framework, Accounts and Treasury Service







		THIRD PARTIES' FILE FORM





				LEGAL ENTITY DATA

				     Name :

				     Type of Entity (1) :																				Individual																		Private company														Public entity

				     Is the entity a SME ? :																				Yes																										No

				     Complete Address :



				     Postal Code + City :

				     Country : 

				     Contact name and phone number																(Sales) :

				           																(Accounting) :

				     Fax                                       																(Sales) :

																				(Accounting) :

				     VAT Number, Fiscal Identification :

				(1) DELETE AS APPROPRIATE
This « legal entity » sheet must be completed and submitted together with:
• For individuals: a legible photocopy of the identity card or passport
• For private companies: a copy of the VAT registration document if applicable and if the VAT number does not appear on the official documents referred hereafter; a copy of some official document (official gazette, company register, etc.) showing the name of the legal entity, the address of the head office and the registration number given to it by the national authorities, unless presented within the framework of a tender
• For public entities: a copy of the resolution, law decree or decision establishing the entity in question; or, failing that, any other official document attesting to the establishment of the entity by the national authorities, unless presented within the framework of a tender







				BANK ACCOUNT DATA

				      Account Name



						Account Holder

						Address

						Postal code + City

						Country



				     Bank Details



						Bank Name

						Agency

						Adresse

						SWIFT

						Account Number

						IBAN





								BANK SIGNATURE AND FIRM STAMP (2)















				(2) It is possible to attach a copy of recent bank statement which provides all the information listed above under 'ACCOUNT NAME' and 'BANK DETAILS'. In this case, the stamp of the bank and the signature of the bank's representative are not required.







				 EUROPEAN UNION INTELLECTUAL PROPERTY OFFICE

																																																												THIRD PARTIES' FILE FORM (page 2 of 2)





				ADMINISTRATIVE DATA

				Person to be contacted



						Surname - First name

						Title (e.g. Dr., Mr, Mrs, Ms, Miss, etc.)

						Position (e.g. Director, etc.)

						Telephone number

						Fax number

						Email address

						Official adresse



				Person(s) authorised to sign contracts



				(1)		Surname - First name

						Title (e.g. Dr., Mr, Mrs, Ms, Miss, etc.)

						Position (e.g. Director, etc.)

						Telephone number

						Fax number

						Email address

						Official adresse



				(2)		Surname - First name

						Title (e.g. Dr., Mr, Mrs, Ms, Miss, etc.)

						Position (e.g. Director, etc.)

						Telephone number

						Fax number

						Email address

						Official adresse



						Please indicate if the signatures of person  (1) and (2) must be joint signatures																																										Yes								No





																												SIGNATURE OF PERSON OR AUTHORIZED REPRESENTATIVE AND FIRM STAMP

The power of attorney of persons (1) and (2) must be attached to this form















				Data Protection Statement: All personal data collected by the Office are processed in accordance with the provisions of Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. https://euipo.europa.eu/ohimportal/en/data-protection



				Author:  P. RODINGER / M.L. MARTINEZ																																																				09/08/2016/12:00/Version 4.0

				Approved by owner: P. RODINGER																																																						Approved
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																												DEPARTAMENTO DE FINANZAS

																												Marco Financiero, Contabilidad y Tesorería







		FORMULARIO FICHERO DE TERCEROS





				DATOS LEGALES

				     Nombre :

				     Tipo de Entidad (1) :																				Persona física																		Sociedad privada														Entidad pública

				     La entidad es una Pyme ? :																				Sí																										No

				     Dirección :



				     Código postal y localidad :

				     País : 

				     Nombre y teléfono de contacto																(Ventas) :

				           																(Contabilidad) :

				     Fax                                       																(Ventas) :

																				(Contabilidad) :

				     Número de identificación fiscal (NIF) :

				(1) TACHAR LO QUE NO PROCEDA
Este formulario de "datos legales" debe presentarse cumplimentado y acompañada de:
• Para personas físicas: Fotocopia legible de tarjeta de identidad o pasaporte
• Para sociedades privadas: Copia del documento de registro del IVA si es aplicable y si el número de IVA no figura en el documento oficial que se menciona a continuación; copia de cualquier documento oficial (por ejemplo diario oficial, gaceta, registro de empresas, etc.) para identificar el nombre de la persona jurídica, el domicilio social y número de registro de las autoridades nacionales, salvo si se presenten en el marco de una licitación
• Entidades Públicas: Copia de la resolución, ley o decisión que crea la entidad en cuestión; a falta de ello cualquier otro documento oficial que acredite la constitución de la entidad interesada por las autoridades nacionales, salvo si se presenten en el marco de una licitación







				DATOS BANCARIOS

				      Titular de la Cuenta



						Titular

						Dirección

						Código postal y Localidad

						País



				     Datos Bancarios



						Denominación Banco

						Sucursal

						Adresse

						SWIFT

						Número de cuenta

						IBAN





								FIRMA Y SELLO DEL BANCO (2)















				(2) Es posible adjuntar una copia de un extracto de cuenta bancaria reciente que contenga toda la información solicitada en los apartados "TITULAR DE LA CUENTA" y "DATOS BANCARIOS". En tal caso, el sello del banco y la firma de su representante no son necesarios.







				OFICINA DE PROPIEDAD INTELECTUAL DE LA UNIÓN EUROPEA 

																																																												FORMULARIO FICHERO DE TERCEROS (página 2 de 2)





				DETALLES ADMINISTRATIVOS

				Persona de contacto



						Apellidos - Nombre

						Tratamiento (p. ej., Dr., Sr., Sra., etc.)

						Cargo (p. ej., director, etc.)

						Número de teléfono

						Número de fax

						Correo electrónico

						Dirección oficial



				Persona(s) autorizada(s) para firmar contratos



				(1)		Apellidos - Nombre

						Tratamiento (p. ej., Dr., Sr., Sra., etc.)

						Cargo (p. ej., director, etc.)

						Número de teléfono

						Número de fax

						Correo electrónico

						Dirección oficial



				(2)		Apellidos - Nombre

						Tratamiento (p. ej., Dr., Sr., Sra., etc.)

						Cargo (p. ej., director, etc.)

						Número de teléfono

						Número de fax

						Correo electrónico

						Dirección oficial



						Indique si la firma de persona (1) y (2) debe ser firmas conjuntas																																										Sí								No





																												FIRMA DE LA PERSONA O REPRESENTANTE AUTORIZADO Y SELLO DE LA EMPRESA

El poder de las personas (1) y (2) debe adjuntarse a este formulario















				Declaración de Protección de Datos: Todos los datos personales recogidos por la Oficina se tramitan de acuerdo con lo dispuesto en el Reglamento (CE) nº 45/2001 del Parlamento Europeo y del Consejo, de 18 de diciembre de 2000, relativo a la protección de las personas físicas en lo que respecta al tratamiento de datos personales por las instituciones y los organismos comunitarios y a la libre circulación de estos datos. https://euipo.europa.eu/ohimportal/en/data-protection



				Author:  P. RODINGER / M.L. MARTINEZ																																																				09/08/2016/12:00/Version 4.0

				Approved by owner: P. RODINGER																																																						Approved
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																												HAUPTABTEILUNG FINANZEN

																												Finanzrahmen, Rechnungsführung und Kassenmittel







		LIEFERANTENSTAMMBLATT 





				RECHTSTRÄGER

				     Name :

				     Art der Einrichtung (1):																				Natürliche Person																		Juristische Person														Öffentliche Einrichtung

				     Die Einrichtung ist ein KMU ? :																				Ja																										Nein

				     Adresse des Lieferanten :



				     Postleitzahl und Ort :

				     Land : 

				     Name und Telefon 																(Verkauf) :

				     der Kontaktperson																(Buchhaltung) :

				     Fax                                       																(Verkauf) :

																				(Buchhaltung) :

				     Mehrwertsteueridentifikationsnummer :

				(1) NICHT ZUTREFFENDES STREICHEN
Diese Formular "Rechtsträger" sollte ausgefüllt und begleitet werden von:
• Für natürliche Personen: Lesbare Fotokopie eines Personalausweis oder Reisepasses
• Für juristische Personen: Kopie der Eintragung in das Mehrwertsteuerregister, wenn dies anwendbar ist, und wenn die USt-IdNr ist nicht aus dem nachfolgenden amtlichen Dokument ersichtlich ist; eine Kopie eines amtlichen Dokuments (z.B. Amtsblatt, Handelsregister, ...) um den Namen der juristischen Person, die Sitz-Adresse und Eintragungsnummer bei der nationalen Behörden zu identifizieren, es sei denn diese werden im Rahmen einer Ausschreibung präsentiert
• Öffentliche Einrichtungen: Kopie der Entschließung, des Gesetzes oder Beschlusses zur Errichtung der betreffenden Einrichtung; in Ermangelung eines solchen, andere offizielle Dokumente, das die Gründung der Einrichtung von den zuständigen nationalen Behörden belegen, es sei denn diese werden im Rahmen einer Ausschreibung präsentiert







				FINANZANGABEN

				      Kontoinhaber



						Kontoinhaber

						Adresse

						Postleitzahl und Ort

						Land



				     Bankverbindung



						Bezeichnung der Bank

						Zweigstelle

						Adresse

						SWIFT

						Kontonummer

						IBAN





								UNTERSCHRIFT UND STEMPEL DER BANK (2)















				(2) Es ist möglich, die Kopie eines vor kurzem erstellten Kontoauszugs beizufügen der alle unter „KONTOINHABER“ und „BANKVERBINDING“ aufgeführten Daten enthalten muss. In diesem Fall sind der Stempel der Bank und die Unterschrift ihres Vertreters nicht erforderlich.







				AMT DER EUROPÄISCHEN UNION FÜR GEISTIGES EIGENTUM 

																																																												LIEFERANTENSTAMMBLATT (Seite 2 von 2)





				VERWALTUNGSANGABEN

				Ansprechpartner



						Nachname - Vorname

						Anrede (z. B. Dr., Herr, Frau usw.)

						Funktion (z. B. Direktor usw.)

						Telefonnummer

						Faxnummer

						E-Mail-Adresse

						Offizielle Anschrift



				Person(en), die befugt ist (sind) Verträge zu unterzeichnen



				(1)		Nachname - Vorname

						Anrede (z. B. Dr., Herr, Frau usw.)

						Funktion (z. B. Direktor usw.)

						Telefonnummer

						Faxnummer

						E-Mail-Adresse

						Offizielle Anschrift



				(2)		Nachname - Vorname

						Anrede (z. B. Dr., Herr, Frau usw.)

						Funktion (z. B. Direktor usw.)

						Telefonnummer

						Faxnummer

						E-Mail-Adresse

						Offizielle Anschrift



						Müssen die Unterschriften der Person (1) und (2) Kollektivunterschriften sein																																										Ja								Nein





																												UNTERSCHRIFT DER PERSON(EN) ODER DER BEVOLLMÄCHTIGTEN VERTRETER UND STEMPEL DER FIRMA

Die Vollmacht der Personen (1) und (2) muss diesem Formular beizufügen werden















				Datenschutzerklärung: Alle vom Amt gesammelten personenbezogenen Daten werden gemäß den Bestimmungen der Verordnung (EG) Nr. 45/2001 des Europäischen Parlaments und des Rates vom 18. Dezember 2000 zum Schutz natürlicher Personen bei der Verarbeitung personen­bezogener Daten durch die Organe und Einrichtungen der Gemeinschaft und zum freien Datenverkehr verarbeitet. https://euipo.europa.eu/ohimportal/en/data-protection



				Author:  P. RODINGER / M.L. MARTINEZ																																																				09/08/2016/12:00/Version 4.0

				Approved by owner: P. RODINGER																																																						Approved
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																												DIPARTIMENTO FINANZE

																												Quadra finanziario, contabilità e tesoreria







		FORMULARIO FILE DI TERZI





				SOGGETTO DI DIRITTO

				     Nome :

				     Tipo di Entità (1):																				Persona fisica																		Società di diritto														Ente pubblico

				     L'Entità è una PMI ? :																				Si																										No

				     Indirizzo del fornitore :



				     Codice postale + città :

				     Paese : 

				     Nome e telefono di contactto																(Vendite) :

				           																(Contabilità) :

				     Fax                                       																(Vendite) :

																				(Contabilità) :

				     Numero d'IVA, identificazione fiscale :

				(1) CANCELLARE LA DICITURA INUTILE
È opportuno fornire questo "soggetto di diritto", compilato, accompagnato da:
• Per la persona fisica: una fotocopia  leggibili della carta d’identità o passaporto
• Per la società di diritto: una copia del certificato di IVA, se è applicabile, e se il numero IVA non è figura sul documento ufficiale cui sotto, una copia di qualsiasi documento ufficiale (p . ex. gazzetta del monitore, registro di commercio, ...) che permette  identificare il nome della società di diritto, l'indirizzo della sede legale e il numero di registrazione delle autorità nazionali a meno che ha presentato nel quadro di una gara d'appalto
• Ente pubblico: una copia della risoluzione, della legge, o decisione che istituisce l'ente in questione, in assenza,  qualsiasi altro documento ufficiale che dimostra la costituzione dell'ente in questione da parte delle autorità nazionali a meno che ha presentato nel quadro di una gara d'appalto







				IDENTIFICAZIONE FINANZIARIA

				      Titolare del Conto Bancario



						Titolare

						Indirizzo

						Codice postale + città

						Paese

						bank

				     Referenze Bancarie



						Denominazione

						Succursale

						Indirizzo

						SWIFT

						Numero di conto

						IBAN





								FIRMA E TIMBRO DELLA BANCA (2)















				(2) È possibile accludere copia di un estratto conto recente che contiene tutte le informazioni richieste sopra nei riquadri "TITOLARE DEL CONTO BANCARIO" e "REFERENZE BANCARIE". In tal caso, il timbro della banca e la firma del suo  appresentante non sono richiesti.







				UFFICIO DELL'UNIONE EUROPEA PER LA PROPRIETÀ INTELLECTTUALE

																																																												FORMULARIO FILE DI TERZI (pagina 2 de 2)





				DATI AMMINISTRATIVI

				Referente



						Cognome - Nome

						Titolo (ad esempio dott., sig., sig.ra, ...)

						Funzione (ad esempio direttore, ecc.)

						Numero di telefono

						Numero di telefax

						Indirizzo di posta elettronica

						Indirizzo ufficiale



				Le persone autorizzate a firmare i contratti a nome dell'offerente



				(1)		Cognome - Nome

						Titolo (ad esempio dott., sig., sig.ra, ...)

						Funzione (ad esempio direttore, ecc.)

						Numero di telefono

						Numero di telefax

						Indirizzo di posta elettronica

						Indirizzo ufficiale



				(2)		Cognome - Nome

						Titolo (ad esempio dott., sig., sig.ra, ...)

						Funzione (ad esempio direttore, ecc.)

						Numero di telefono

						Numero di telefax

						Indirizzo di posta elettronica

						Indirizzo ufficiale



						Si prega di indicare se le firme di persone (1) e (2) deve essere firma congiunta																																										Si								No





																												FIRMA DELLA PERSONA O RAPPRESENTANTE AUTORIZZATO E TIMBRO DELLA SOCIETA

La procura delle persone (1) e (2) deve essere allegato al presente modulo















				Dichiarazione sulla tutela dei dati personali: I dati personali raccolti dall'Ufficio saranno trattati in base alle disposizioni del regolamento (CE) n. 45/2001 del Parlamento europeo e del Consiglio del 18 dicembre 2000, concernente la tutela delle persone fisiche in relazione al trattamento dei dati personali da parte delle istituzioni e degli organismi comunitari, nonché la libera circolazione di tali dati. https://euipo.europa.eu/ohimportal/en/data-protection



				Author:  P. RODINGER / M.L. MARTINEZ																																																				09/08/2016/12:00/Version 4.0

				Approved by owner: P. RODINGER																																																						Approved
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DECLARATION ON HONOUR ON EXCLUSION AND SELECTION CRITERIA


(DO NOT MODIFY THIS DOCUMENT)


This document MUST be signed and dated.


In the case of joint tenders, one declaration per economic operator must be attached.  
If economic operators do not include this(these) declaration(s) or if the declaration(s) has(have) been modified, the Office reserves the right to reject the tender. 

IMPORTANT NOTE: shall the economic operator being awarded the contract, as a single tenderer or as part of a tendering group, it will be requested to produce, before signature of the contract, an updated declaration which will have to be validated by a judicial or administrative authority, a notary or a qualified professional body.


The undersigned [insert name of the signatory of this form], representing:


		(only for natural persons) himself or herself

		(only for legal persons) the following legal person: 





		ID or passport number: 



		Full official name:

Official legal form: 


Statutory registration number: 

Full official address: 

VAT registration number: 







		(1)  declares whether the above-mentioned economic operator is in one of the following situations or not:



		Exclusion situations concerning the economic operator

		YES

		NO



		(a) it is bankrupt, subject to insolvency or winding up procedures, its assets are being administered by a liquidator or by a court, it is in an arrangement with creditors, its business activities are suspended or it is in any analogous situation arising from a similar procedure provided for under national laws or regulations;

		

		



		(b) it has been established by a final judgement or a final administrative decision that the economic operator is in breach of its obligations relating to the payment of taxes or social security contributions in accordance with the law of the country in which it is established, with those of the country in which the contracting authority is located or those of the country of the performance of the contract;

		

		



		(c) it has been established by a final judgement or a final administrative decision that the economic operator is guilty of grave professional misconduct by having violated applicable laws or regulations or ethical standards of the profession to which the economic operator belongs, or by having engaged in any wrongful conduct which has an impact on its professional credibity where such conduct denotes wrongful intent or gross negligence, including, in particular, any of the following:

		



		(i) fraudulently or negligently misrepresenting information required for the verification of the absence of grounds for exclusion or the fulfilment of selection criteria or in the performance of a contract;

		

		



		(ii) entering into agreement with other economic operators with the aim of distorting competition;

		

		



		(iii) violating intellectual property rights;

		

		



		(iv) attempting to influence the decision-making process of the contracting authority during the procurement procedure;

		

		



		(v) attempting to obtain confidential information that may confer upon it undue advantages in the procurement procedure; 

		

		



		(d) it has been established by a final judgement that the economic operator is guilty of any of the following:

		



		(i) fraud, within the meaning of Article 1 of the Convention on the protection of the European Communities' financial interests, drawn up by the Council Act of 26 July 1995;

		

		



		(ii) corruption, as defined in Article 3 of the Convention on the fight against corruption involving officials of the European Communities or officials of Member States of the European Union, drawn up by the Council Act of 26 May 1997, and in Article 2(1) of Council Framework Decision 2003/568/JHA, as well as corruption as defined in the law of the country where the contracting authority is located, the country in which the economic operator is established or the country of the performance of the contract;

		

		



		(iii) participation in a criminal organisation, as defined in Article 2 of Council Framework Decision 2008/841/JHA;

		

		



		iv) money laundering or terrorist financing, as defined in Article 1 of Directive 2005/60/EC of the European Parliament and of the Council;

		

		



		(v) terrorist-related offences or offences linked to terrorist activities, as defined in Articles 1 and 3 of Council Framework Decision 2002/475/JHA, respectively, or inciting, aiding, abetting or attempting to commit such offences, as referred to in Article 4 of that Decision;

		

		



		(vi) child labour or other forms of trafficking in human beings as defined in Article 2 of Directive 2011/36/EU of the European Parliament and of the Council;

		

		



		(e) the economic operator has shown significant deficiencies in complying with main obligations in the performance of a contract financed by the budget, which has led to its early termination or to the application of liquidated damages or other contractual penalties, or which has been discovered following checks, audits or investigations by an authorising officer, OLAF or the Court of Auditors; 

		

		



		(f) it has been established by a final judgment or final administrative decision that the economic operator has committed an irregularity within the meaning of Article 1(2) of Council Regulation (EC, Euratom) No 2988/95;

		

		



		(g) for the situations of grave professional misconduct, fraud, corruption, other criminal offences, significant deficiencies in the performance of the contract or irregularity, the applicant is subject to:


i. facts established in the context of audits or investigations carried out by the Court of Auditors, OLAF or internal audit, or any other check, audit or control performed under the responsibility of an authorising officer of an EU institution, of a European office or of an EU agency or body;


ii. non-final administrative decisions which may include disciplinary measures taken by the competent supervisory body responsible for the verification of the application of standards of professional ethics;


iii. decisions of the ECB, the EIB, the European Investment Fund or international organisations;


iv. decisions of the Commission relating to the infringement of the Union's competition rules or of a national competent authority relating to the infringement of Union or national competition law; or

v. decisions of exclusion by an authorising officer of an EU institution, of a European office or of an EU agency or body. 




		

		





		(2)   declares whether a person who is a member of the administrative, management or supervisory body of the above-mentioned economic operator, or who has powers of representation, decision or control with regard to that economic operator (this covers in particular the company directors, members of the management or supervisory bodies, and cases where one person holds a majority of shares) is in one of the following situations or not: 



		Exclusion situations concerning natural persons with power of representation, decision-making or control over the economic operator

		YES

		NO



		Situation (c) above (grave professional misconduct)

		

		



		Situation (d) above (fraud, corruption or other criminal offence)

		

		



		Situation (e) above (significant deficiencies in performance of a contract )

		

		



		Situation (f) above (irregularity)

		

		





		(3)  declares whether a natural or legal person that assumes unlimited liability for the debts of that economic operator is in one of the following situations or not: 



		Exclusion situations concerning natural or legal persons assuming unlimited liability for the debts of the economic operator

		YES

		NO

		N/A (*)



		Situation (a) above (bankruptcy and related situations)

		

		

		



		Situation (b) above (breach in payment of taxes or social security contributions)

		

		

		





(*) Not applicable

		(4)  declares whether the above-mentioned economic operator is in one of the following situations or not:



		Grounds for rejection from this procedure

		YES

		NO



		(h) has misrepresented the information required as a condition for participating in the procedure or has failed to supply that information;

		

		



		(i) was previously involved in the preparation of procurement documents where this entails a distortion of competition;

		

		





		(5)  acknowledges that the above-mentioned economic operator may be subject to rejection from this procedure and to administrative sanctions (exclusion or financial penalty) if any of the declarations or information provided as a condition for participating in this procedure prove to be false.





Remedial measures


If the economic operator declares one of the situations of exclusion listed above, it should indicate the measures it has taken to remedy the exclusion situation, thus demonstrating its reliability. They may include e.g. technical, organisational and personnel measures to prevent further occurrence, compensation of damage or payment of fines. The relevant documentary evidence which appropriately illustrates the remedial measures taken should be provided in annex to this declaration. This does not apply for the situations referred in point (d) of this declaration.

Evidence upon request

Upon request and within the time limit set by the contracting authority the economic operator shall provide information on the persons that are members of the administrative, management or supervisory body or that have powers of representation, decision or control with regard to it, as well as the following evidence concerning the economic operator or the natural or legal persons which assume unlimited liability for the debt of the economic operator:

For situations described in (a), (c), (d) or (f), production of a recent extract from the judicial record is required or, failing that, an equivalent document recently issued by a judicial or administrative authority in the country of establishment of the economic operator showing that those requirements are satisfied. 

For the situation described in point (a) or (b), production of recent certificates issued by the competent authorities of the State concerned are required. These documents must provide evidence covering all taxes and social security contributions for which the person is liable, including for example, VAT, income tax (natural persons only), company tax (legal persons only) and social security contributions. Where any document described above is not issued in the country concerned, it may be replaced by a sworn statement made before a judicial authority or notary or, failing that, a solemn statement made before an administrative authority or a qualified professional body in its country of establishment.

If the economic operator already submitted such evidence for the purpose of another procedure, its issuing date does not exceed one year and it is still valid, the economic operator shall declare on its honour that the documentary evidence has already been provided and confirm that no changes have occurred in its situation (cf. SRF “Statement on the re-use of documents already provided to the Office”). 

		(6)  declares whether the above-mentioned economic operator, or tenderer as a whole where applicable, complies with the selection criteria as provided in the tender specifications:



		Selection criteria

		YES

		NO



		(a) The tenderer fulfils the applicable economic and financial criteria indicated in point 13.2.1 of the tender specifications;

		

		



		(b) The tenderer fulfils the applicable technical and professional criteria indicated in point 13.2.2 of the tender specifications;

		

		



		(c) The above-mentioned economic operator has the legal and regulatory capacity to pursue the professional activity needed for performing the contract as required in point 13.2.3 of the tender specifications;

		

		





		(7)  declares that the above-mentioned economic operator will be able to provide the necessary supporting documents listed in the relevant points of the tender specifications and which are not available electronically (see point 8 below) upon request and without delay. 





		(8)  (if relevant) declares that the following supporting documents are available electronically: 



		Name of document

		Link to the document



		

		





Done at:

Full name
Date
Signature

1

2
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STATEMENT ON THE REUSE OF DOCUMENTS ALREADY PROVIDED TO THE OFFICE


 (DO NOT MODIFY THIS DOCUMENT)


This document MUST be signed and dated.


In the case of joint tenders, and/or subcontracting, one statement per economic operator must be attached.


Form to be filled in and duly signed and dated


by the economic operator and by all the members of the tendering group, where applicable


I, the undersigned, (last name, first name) .............................................................


acting in my capacity as (position)......................................................................... 


with (name of economic operator) ....................................................................................


· hereby solemnly declare and guarantee that the documentary evidence for:


 exclusion criteria


 economic and financial capacity

 FORMCHECKBOX 
 legal and regulatory capacity


has already been provided to the Office in procurement procedure No:


AO/………./……


· hereby declare on honour that the issuing date of the documentary evidence does not exceed one year before the deadline for submission of tenders of the present invitation to tender, and that the documents are still valid;


· hereby declare on honour that no changes in the economic operator’s situation in relation to the above-mentioned exclusion criteria, economic and financial capacity and legal and regulatory capacity have occurred;


· hereby confirm that the documents requested in the present invitation to tender which were not presented in the previous procedure referred to above, are added in the corresponding annexes of this invitation to tender.


Done at ................................... on ................................ .


Signature: ...........................................................
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SIMPLIFIED FINANCIAL STATEMENT INSTRUCTIONS

The economic operators must fill in the attached file and sign it.


In case of some values or ratios are below the minimum threshold required, explanation (together with supporting documents if necessary) is to be provided as part of a submitted tender. If no explanation is provided or if explanation provided is judged to be insufficient, the Office reserves the right to reject the tender.
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Simplified financial statement.xls
Sheet1

		SIMPLIFIED FINANCIAL STATEMENT

		Economic operators are requested to fill in cells bellow (highlighted in yellow) with data from the past three financial years for which accounts have been closed.

		The figures in the cells below must be indicated fully (i.e. not in thousands or similar).

		Values* to be provided		[insert relevant year]		[insert relevant year]		[insert relevant year]

		Balance Sheets Data

		Medium and long-term assets                                            (convertable in cash in > than 1 year)		0.00		0.00		0.00

		Short-term (current) assets                                                     (convertable in cash in =/< than 1 year)		0.00		0.00		0.00

		TOTAL ASSETS		0.00		0.00		0.00

		Own funds (equity)		0.00		0.00		0.00

		Medium and long-term debt                                               (to be re-paid in > than 1 year)		0.00		0.00		0.00

		Short-term (current) debt                                                                      (to be re-paid in =/< than 1 year)		0.00		0.00		0.00

		TOTAL LIABILITIES		0.00		0.00		0.00

		Profit and Loss Acount Data

		Turnover (sales revenue realised from day-to-day operations of the entity)		0.00		0.00		0.00

		Gross operating profit		0.00		0.00		0.00

		Net profit		0.00		0.00		0.00

		* if values not provided please explain

		Financial viability assessor**

		Liquidity

		Own funds should be in the positive territory		0		0		0

		Working capital should be positive (short-term assets - short-term debt)		0		0		0

		General liquidity ratio (short-term assets/short-term debts) should be above 1		0		0		0

		Solvency

		Financial independence ratio (own funds/total liabilities) should be above 0.2		0		0		0

		Indebtedness ratio (own funds/medium and long term debts) should be above 0.3		0		0		0

		Profitability

		Gross operating profit must be positive		0		0		0

		Net profit should be positive		0		0		0

		Profitability ratio (gross operating profit/turnover) should be above 0.10		0		0		0

		** in case of some values or ratios stipulated above being below the minimum threshold required, explanation (together with supporting documents if necessary) is to be provided as part of a submitted tender. If no explanation is provided or if explanation provided is judged to be insufficient, the Office reserves the right to reject the tender.

		Declaration of the authorised representative of the economic operator:

		From my position of the authorised representative of the economic operator:

		- I confirm that the information presented in this simplified financial statement is correct and taken from the official financial statements for which accounts have been closed.

		- I confirm that I am aware that, in case of our tender being successful, the Office, before signing the contract, may ask for provision of copies of official financial statements in order to verify data provided in this simplified financial statement.

		- I confirm that I have been informed that, under the Regulation (EU, Euratom) 2015/1929 of the European Parliament and of the Council of 28 October 2015 amending Regulation (EU, Euratom) No 966/2012 on the financial rules applicable to the general budget of the Union, economic operators found guilty of false declarations may be subject to administrative and financial penalties in accordance with the conditions laid down in that Regulation.

		Name and position of authorised representative of the economic operator:

		Date:

		Signature:

		Note: The Offfice will reject all econonmic operators not being able to provide data for the past three financial years unless they are newly established. In such case the minimum requirement amounts to provision of data for at least two financial years for which accounts have been closed.





Sheet2

		





Sheet3
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Reference to similar contracts’ Confirmation

For the economic operator:


		



		Name and address of the economic operator in the procurement procedure





For each reference a separate form has to be filled in and to be attached. For this purpose the economic operator can duplicate this form. 


		Reference name/Project/Contract



		



		Client

		



		Contact person of the client available for tendering office queries

(incl. address, telephone number and email address)

		



		Description of services/supplies/works

(that were provided by the economic operator)

		



		Project / contract financial volume


(Total volume per year, in € excl. VAT – that was provided by the economic operator)

		Year 1: 

Year 2: 

Year 3: 



		Project / contract start (month/year)

		



		Project / contract end (month/year)

		



		Customer / Client confirmation of the reference


The client confirms that the project / contract was executed in its entirety by the named economic operator in the aforementioned project, following the terms and conditions outlined in the corresponding contract, in compliance with the requirements, with professionalism.


(Date, name, stamp, signature)
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STATEMENT ON ABSENCE OF 
PROFESSIONAL CONFLICTING INTERESTS

TO BE FILLED IN BY EACH ECONOMIC OPERATOR


The undersigned …………………………………..…………………….., as the authorised representative of the economic operator …………………………………………………….., hereby declares that it does not have any professional conflicting interests that may negatively affect its performance and that it possesses the required professional capacity to perform the Contract to an appropriate quality standard.


Signed at ………………………………………, dated………………………………


Signature:


ID/Passport No.:
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WRITTEN UNDERTAKING OF THIRD ENTITIES

INSTRUCTIONS

If the tenderer relies on the capacities of other entities, the tenderer shall present one of the following statements:


-
Parent company: the parent company will present a letter confirming that it will place the resources necessary for performance of the contract at the disposal of the tenderer and give all details on the resources involved.


-
Group of economic operators: all the economic operators, members of the group, shall fill in and duly sign the Model A for designating one of the economic operators as leader of the group and giving a mandate to it.


-
Group of economic operators creating a separate legal entity: all the economic operators, members of the group, shall fill in and duly sign the Model B for creating the legally separate entity, appointing a group manager and giving a mandate to it.


-
Subcontractor: if the tenderer relies on the capacity of a subcontractor for satisfying the selection criteria, the subcontractor will present a letter confirming that it will place the resources necessary for performance of the contract at the disposal of the tenderer and give all details on the resources involved.


IMPORTANT INFORMATION


With regard to technical and professional capacity, an economic operator may only rely on the capacities of other entities where the latter will perform the works or services for which these capacities are required.


Where an economic operator relies on the capacities of other entities with regard to criteria relating to economic and financial capacity, the contracting authority may require, in case the economic operator would be awarded the contract, that the economic operator and those entities be jointly liable for the performance of the contract.
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WRITTEN UNDERTAKING OF THIRD ENTITIES

Agreement / Power of Attorney


Model A


(DESIGNATING ONE OF THE ECONOMIC OPERATOR OF THE GROUP AS LEADER AND GIVING A MANDATE TO IT)


We, the undersigned:


– Signatory 1 (Name, Position, Economic operator’s name, Registered address, VAT Number)


– Signatory 2 (Name, Position, Economic operator’s name, Registered address, VAT Number)


– …..


– Signatory N (Name, Position, Economic operator’s name, Registered address, VAT Number),


Each having the legal capacity to act on behalf of his/her Economic operator,


HEREBY AGREE AS FOLLOWS:


In case the European Union Intellectual Property Office (hereinafter referred to as "the Office") would award the Contract to (« the Group Members»), based on the joint tender submitted by them on … ….. for the [supply / services / works] for …:

1. As co-signatories of this Agreement, all the Group Members:


a. Shall be jointly and severally liable towards the Office for the performance of the Contract.


b. Shall comply with the terms and conditions of the Contract and ensure the proper execution of their respective share of the Supplies, Services and/or Works.


2. To this effect, the Group Members designate Economic operator X as Group Leader. [N.B.: The Group Leader must be one of the Group Members]


3. Payments by the Office corresponding to the Supplies, Services and/or Works shall be made through the Group Leader’s bank account.


4. The Group Members grant to the Group Leader all the necessary powers to act on their behalf in connection with the Supplies, Services and/or Works. This mandate includes, in particular, the following:


a. The Group Leader shall sign any contractual documents — including the Contract — and issue any invoices related to the Supplies, Services and/or Works on behalf of the Group Members.


b. The Group Leader shall act as the single point of contact for the in connection with the Supplies, Services and/or Works to be provided under the Contract. It shall co-ordinate the provision of the Supplies, Services and/or Works by the Group Members to the Office, and shall see to a proper administration of the Contract.


Any modification to this agreement / power of attorney shall be subject to approval from the Office.

This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the Office in connection with the Supplies, Services and/or Works to be provided under the Contract have ceased to exist. The Group Members may not terminate it before that date without the consent of the Office.


Signed in …………………… on ……….. ………


Name


Position


Economic operator’s name 


Name


Position


Economic operator’s name 


Name


Position


Economic operator’s name 


Name


Position


Economic operator’s name 


Page 1 of 2

Page 2 of 2
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WRITTEN UNDERTAKING OF THIRD ENTITIES

Agreement / Power of Attorney


Model B


(CREATING THE GROUP AS A SEPARATE ENTITY, APPOINTING A GROUP MANAGER AND GIVING A MANDATE TO HIM/HER)


We, the undersigned:


– Signatory 1 (Name, Position, Economic operator’s name, Registered address, VAT Number)


– Signatory 2 (Name, Position, Economic operator’s name, Registered address, VAT Number)


– …..


– Signatory N (Name, Position, Economic operator’s name, Registered address, VAT Number),


Each having the legal capacity to act on behalf of his/her Economic operator,


HEREBY AGREE AS FOLLOWS:


In case the European Union Intellectual Property Office (hereinafter referred to as "the Office") would award the Contract to (« the Group Members»), based on the joint tender submitted by them on … ….. for the [supply / services / works] for …:

1. As co-signatories of this Agreement, all the Group Members:


a. Shall be jointly and severally liable towards the Office for the performance of the Contract.


b. Shall comply with the terms and conditions of the Contract and ensure the proper execution of their respective share of the Supplies, Services and/or Works.

2. To this effect, the Group Members agree to set up, under the laws of ……., the Group ….. (« the Group »). The Group will have the legal form of a .….. .


3. Payments by the Office corresponding to the Supplies, Services and/or Works shall be made through the Group’s bank account.


4. The Group Members appoint Mr/Ms ……. as Group Manager.


5. The Group Members grant to the Group Manager all the necessary powers to act alone on their behalf in connection with the Supplies, Services and/or Works. This mandate includes, in particular, the following:


a. The Group Manager shall sign any contractual documents — including the Contract — and issue any invoices related to the Supplies, Services and/or Works on behalf of the Group Members.


b. The Group Manager shall act as the single point of contact for the Office in connection with the Supplies, Services and/or Works to be provided under the Contract. He/she shall co-ordinate the provision of the Supplies, Services and/or Works by the Group Members to the Office, and shall see to a proper administration of the Contract.


Any modification to this agreement / power of attorney shall be subject to approval of the Office.


This agreement / power of attorney shall expire when all the contractual obligations of the Group Members towards the Office in connection with the Supplies, Services and/or Works to be provided under the Contract have ceased to exist. The Group Members may not terminate it before that date without the consent of the Office.


Signed in …………………… on ……….. ………


Name


Position


Economic operator’ name 


Name


Position


Economic operator’ name 


Name


Position


Economic operator’s name 


Name


Position


Economic operator’s name 
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